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The Take Charge — Self-Help 
Series consists of the following 
six brochures: 


1 Job hunt preparation checklist 


2 Looking at yourself 


3 Planning your job search 
4 Preparing for your interview 
5 Examining your options 


6 Developing a realistic budget 


For additional help you should also refer to the following 
publications available at your Canada Employment centre: 


e Unemployed? How your Canada Employment Centre 
can help with your job search 


e Getting a job 
e The job search planner 
e At the controls 


To obtain additional copies, please write to: 
Public Enquiries Centre, Human Resources and Labour 
140 Promenade du Portage, Ottawa-Hull K1A 0J9 
Tel.: (819) 994-6313 
Fax: (819) 953-7260 


LM-285-08-93 


INTRODUCTION 


Losing your job these days happens to a lot of people who did not 
expect that it would happen to them. People who have never been 
unemployed now find themselves looking for work. And they don’t 
know where to begin. 


One way to recover from the shock of losing your job is to take 
charge and take responsibility for your job hunt. Looking for a job is 
a full-time job. It involves several activities which will lead to 
increasing your confidence, knowing more about yourself and 
gaining more skills in order to get where you want to be. 


For most people, looking for a job is stressful. It is mentally, 
emotionally and physically difficult. The “Take charge self-help 
series” has been designed with you in mind. The series of six 
brochures, plus some additional materials available at your Canada 
Employment Centre, gives you some practical tools to use during 
your job hunt. It is worth taking the time to carefully read through. 
Don’t rush. These things take time. 


In this series of brochures there are several exercises that will help 
you work your way through the maze of the job hunt. After 
completing these exercises, you will be better equipped to reach 
your target. 


SO GOOD LUCK AND TAKE CHARGE 


To begin with, however, since you may be new to 
Unemployment Insurance (Ul) and have a few questions, you 
may wish to read through the following publications which are 
available at your Canada Employment Centre. These provide 
answers to the most commonly asked questions on UI benefits. 


“Unemployment Insurance - Regular benefits” 


“Unemployment Insurance - Special benefits: Sickness, 
Maternity, Parental” 


“Claimants rights and obligations” 


INTRODUCTION 


This Job Hunt Preparation Checklist is designed to help you with 
your job search. It will also help with other areas you need to 
consider in making a transition to another job. This exercise will 
help you rate yourself in the various areas as well as give you some 


ideas about what you might try. 


There are no right or wrong answers - only answers that are true for 


you now. 


Use the following scale to choose the answer that most closely 


describes you. 


1=never 2=rarely 3=sometimes 4=usually 5 = always 


Looking at yourself 


| know how to determine what 
Career options are available to 
me. 


| can speak for at least 10 
minutes about my skills, 
abilities, education, work, 
volunteer experience and 
personal traits in relation to any 
job | apply for. 


1 2 3 


| can describe how my interests 
relate to the job | am looking 
for. 


1 


| am prepared to discuss my 
personal accomplishments with 
potential employers. 


1 2 3 


sub total: 


OB HUNT PREPARATION CHECKLIST 


Planning your job search 


| use a homework site for job 
seeking activities like writing 
letters, making phone cails, 
researching companies and 
recording my activities. 


1 2 3 4 5) 


| schedule my time every week 
So | know in general when | will 
be job searching. 


1 2 3 4 i) 


| express a positive attitude of 
success in my job hunting 
activities. 


1 2 3 4 +) 


Before | apply to an 
organization, | research such 
things as what it does, how big 
it is and what it offers. 


1 2 3 4 ) 


| know how to approach 
companies that are not 
advertising jobs, but may have 
openings. 


1 2 


| know how to develop a 
network of personal contacts to 
find out more about job 
opportunities. 


1 2 3 4 4) 


lam able to fill out employment 
applications accurately. 


1 2 3 4 +) 


My résumé is visually attractive 
and has a professional look. 


1 2 3 4 +) 


| know how to design my 
résumé for the job | am 
applying for. 


1 2 3 4 5) 


| take advantage of services 
offered by my Canada 
Employment Centre, and 
provincial and community 
employment resource centres 
(where available). 


1 2 3 4 4) 


sub total: 


| feel very confident when | go 
for an interview. 


| know how to make a positive 
first impression. 


1 2 3 4 4) 


questions interviewers ask. 


1 2 3 4 


| am aware of alternatives to an 
immediate job hunt, such as 
training or starting up a 
business. 


If circumstances warrant it, | 
know what part-time jobs are 
available and where to find 
them. 


JOB HUNT PREPARATION CHECKLIST 


Preparing for your Interview 


1 2 3 4 +) 


| am prepared to answer typical 
bl 2 3 4 4) 


Examining your options 


1 2 3 4 +) 


| am prepared with questions to 
ask during the interview to 
show my interest in the position 
and in the company. 


1 2 3 4 +) 


As soon as possible after an 
interview, | try to review my 
performance. 


sub total 


| know how to upgrade my 
Skills if necessary. 


1 2 3 4 4) 


If | considered moving to find a 
job, | know where to find 
information that could help me 
in this situation. 


1 2 3 a 4) 


sub total 


JOB HUNT PREPARATION CHECKLIST 


Developing a realistic budget 


| feel | have my finances under 
control. 


1 2 3 4 


| can identify the financial 
resources that are available to 
me during my job search. 


1 2 3 a 


| can determine my monthly 
cash needs during my job 
search. 


1 2 


Looking at yourself 


| know how to prepare a budget 
to help me through this period. 


4 4) 


Add up your scores for each 
section and record them 
below. Then add your five 
scores together to get a total 
score for the checklist. 


Planning and organizing your search 


Preparing for the interview 


Examining your options 


Developing a realistic budget 


TOTAL SCORE: 


JOB HUNT PREPARATION CHECKLIST 


Interpreting your total score 


110 or greater 


You are quite well prepared for your job search. To be even better 
prepared, review each section in this series and focus on those 
areas where you need to polish up. 


65 to 110 


You are somewhat prepared for your job search. Go through each 
section carefully and take the time to practise those activities with 
which you may be having difficulty. 


64 or less 


You need to go through the activities step by step. Ask a friend or 
CEC to help you. Try to gain as much confidence as possible with 
each step before moving on to the next one. 


Now that you have completed your “Job Hunt 
Preparation Checklist” you are ready to move on to 
brochure #2, “Looking at yourself” which will help 
you to review your past experiences, determine your 
skills and identify job possibilities. 
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